Gentle and casual reminder about attendance

Subject: Attendance Reminder

Hi [Employee Name],

Wea€™ve noticed some irregularity in your attendance recently. We just wanted to remind you how
important it is to maintain regular attendance for team productivity.

Please ensure you attend as scheduled. If thered€™s anything affecting your attendance, feel free
to discuss it with us.

Regards,

[Manager Name]

[Company Name]

Get more templates here:

https://www.lettersandtemplates.com/letters/warning-letter-for-absenteeism




